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ABSTRACT 

This guide, which is intended to help practitioners 
replicate two model career guidance programs developed at Portland 
Arts and Technology High School in Portland, Maine, contains 
materials for conducting a course titled "Exploring Industry" and a 
career fair. The first half of the guide begins with coordinator 
instructions and logistics for a course that allows students to 
explore industry; it contains the following course materials: list of 
potential visitation sites, course description, class schedules, 
registration form, site confirmation letter, pretest and posttest 
questionnaires, brainstorming activity, industry data sheets, site 
information sheets, sample thank~you letter, course evaluation form, 
award certificate, and press release. The second half of the guide 
contains coordinator instructions and logistics for a career fair and 
the following materials: list of advisory committee responsibilities; 
planning committee timelines; sample program cover design contest; 
planning tips and scheduling ideas; career fair program; sample 
posters; press release; invitations; session enrollment tally; 
presenters confirmation letter; facility participant event, facility 
demographics, goals, and logistics; layout; presenter ideas; agenda; 
hints for presenters; guidelines for preparing presentations; 
certificate of appreciation; student and teacher/counselor evaluation 
forms and results; and certificate of success, (MN) 
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CRCOM 




Curricultim Resource Center 

of Maine 



December 8, 1995 



Dear Educators: 

It is with great pleasure that the CRCOM presents the following implementation 
guide entitled SUGGESTED SCHOOL-TO-WORK CAREER GUIDANCE 
STRATEGIES FOR SCHOOL PERSONNEL AND STUDENTS. 

Please utilize this guide, which describes two model programs from Portland Arts 
and Technology High School's (formerly Portland Regional Vocational Technical 
Center) Guidance Department. In fact, a special thank you goes to Frank Ingerowski for 
sharing all the information regarding these two programs to make this publication 
possible. The goal of this publication is to provide this guide to facilitate other sites in 
duplicating what is known to be excellent educational models that have been proven to be 
successful. 

Once again, I encourage you to adapt these program guidelines to your own needs 
and initiate similar programs in your area. Good luck! 



cerely, 





Susan N. Donar 
Director 
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Green pages = Exploring Industry Course 
Yellow pages = Career Fair 



KVTC - 92 Western AvciukP- Fairfield, ME 04937-1367 
BBS: (207)453-5198 . (207)453-5170 . FAX (207) 453-5197 
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Implementation Guide 
for 

Suggested School-to-Work Career Guidance Strategies 
for School Personnel and Students 

Rationale 

The School-to-Work Opportunities Act's purpose is to encourage the launching of 
programs, which will ensure that students get the preparation needed to be productive in 
the workplace. 

Key to the success of such programs is the creation of partnerships similar to the two 
programs described in this puolication between education systems, educational personnel, 
and employers. 

The three basic elements of a school-to-work system are as follows: 
School-Based Learning 

* Career exploration and counseling 

* A career-major focus 

* Program of study that prepares students for postsecondary education and a 
skill certificate 

* The teaching of academic and vocational subjects as one 

* Meaningful student progress reports for both academic and vocational 
subjects 

* Formal arrangements for postsecondary education or additional career 
preparation 

Work-Based Learning 

* Work experience (paid or non-paid) 

* Job training that reinforces school-based learning 
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* Workplace mentoring 

* Instruction in general workplace skills 

* The teaching of all aspects of an industry 

> 

Connecting Activities 

* That ensure that the school-based and work-based learning components 
work together smoothly. 

It is imperative for all the stakeholders involved in a school-to-work partnership to 
understand the connection between school activities and the lifelong opportunities and 
consequences of our learning. Therefore, the two programs described in this publication 
are a suggestion to familiarize educational personnel to the needs of the world of work as 
well as a comprehensive career fair approach to familiarize students to the demands of the 
work place. 



EXPLORING 



INDUSTRY 



Exploring Industry Course 



Description : 

The program includes on-site visitations and plant tours of businesses and industries in the 
area. Each class session will include a brief orientation to the business/industry, a 
presentation regarding specific personnel requirements and the service/product provided by 
the business/industry, a tour of the facility, and a question and answer period. 

Objectives : 

At the conclusion of this course, the participant will be able to: 

discuss day-to-day operations of the businesses/industries visited; 

describe business/industry clusters and the selected skills and knowledges 
within each cluster; 

list market characteristics of each site visited; 

list potential employment possibilities, job descriptions, and employee 
qualifications/requirements, for each site visited; and, 

report technological advances, employment opportunities for individuals with 
disabilities, and the equal opportunity/affirmative action opportunities for 
women and men at each site visited. 



EXPLORING INDUSTRY COURSE 

Coordinator Instructions 
and 

Course Logistics 



A. Su ggested Length : 

B. Su ggested Time : 



15-16 weekly sessions 



3:15-5:30 



C. Suggested Cost: 



$25 



D. Su ggested Audience : 



Instructors (vocational and non- vocational), 
administrators, principals, superintendents, guidance, 
etc. 



E. 



Prior to First Session : 



(1-2 months): 



1 . List potential visitation sites (refer to Example A for potential site ideas). 

2. Contact site and discuss. Only plan one-half to two-thirds of the dates (this 
allows the participants to identify additional sites). Personal telephone call 
or visit works best (refer to Example B for complete course description to 
revise to meet your needs when discussing course with potential sites). 

3. Prepare class schedule (refer to Examples C- 1 and C-2). 

4. Prepare registration form (refer to Example D). May also later use as 
syllabus - just remove registration portion. 

Encourage participation of non-vocational instructors and aU 
educational administrators. 

5. Send out Site Confirmation Letter (refer to Example E). 

Suggest the visitation site provide the following: 
Welcome by CEO 
Background of company 
Description of services or product 
Top workers to describe departments 
Refreshments 
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Entry-level job skills 
Tour of site 

Opportunity to talk with workers 
Wrap-up or debriefing session 


F. First Session: 


1. 


Pass out syllabus (refer to E-4 above and Example D). 


2. 


Administer Pre-Test Questionnaire (refer to Example F). 


3. 


Allow only participants to list additional sites they would like to visit. 
Oftentimes participants may be willing to contact site and set up visit. 


4. 


Generally plan light refreshments for this session (cost covered by 
registration fee) to allow participants to network and get acquainted. 


5. 


Share list of potential visitation sites (refer to Examples C-l and C-2). 
It is recommended that a group meeting be conducted about half way 

thronch the class to hetter assess how the class is tfoino" f refer to 

till KsKAf^H Uiv VylClOo tV/ L/VyltVyJL UJjvjJ 11V/W Ulv vlUOj lO c.\JxilcL 1 JLVvJLV>JL LU 

Example C-2— December 16 meeting date). 

This is also an excellent onnortunitv for narticinants to share 
observations, reactions, and future plans for implementing the new 
information they have acquired from visiting sites. 


6. 


Divide class into 2-3 groups (depending on total number) and 
brainstorm potential uses for information being acquired by each visit 
(refer to Example G). 


7. 


Distribute Industry Data Sheet (refer to Example H) to assist 
participants with questions while visiting sites. 


G. Subsequent Sessions: 


1. 


Meet at business/industry site. 


2. 


Share with participants any information sent to you by site (refer to 
Examples I- 1 and 1-2) 


3. 


Follow up each visitation with a thank you letter (refer to Example J) 

4 



H. Last Session: 




l. 


Plan light refreshments. This session should be regarded as a 
celebration of a job well done! 


2. 


Administer Post-Test Questionnaire (refer to Example K). 


J. 


Discuss potential curriculum and/or methodology changes participants 
now see as appropriate. 


4. 


Complete course evaluation (refer to Example L). 


5. 


Award certificates (refer to Example M). 


I. Additional Logistics: 




You may choose to videotape site visits for participants who may miss 
a session. Also, the videotapes would be good for future recruitment 
for the class. 


- 


Notify local media about course purpose and participants (refer to 
Example N) for suggested article format. 




Contact local college Continuing Education office to collaborate 
regarding awarding 4.5 Continuing Education Units (CElTs 
recertification credits) 




Possibly design and distribute buttons/pins that participants may wear 
while on tour and company representatives may be presented with the 
day of the tour. 
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Major Employers with 100+ Employees 



OHUM Life Insurance Co. 
221! Congress St 770-221! 
Portland, ME 04122 
Insurance 
3,500 employees 

Maine Medical Center 
22BramhaUSt 871-0111 
Portland, ME 04102 
Hospital 

3,400 employees 

Hannaford Bros. Co. 
PO Box 1000 883-2911 
Portland. ME 04104 
Retail Sc. wholesale grocery 
3,386 employees 

L. L. Bean, Inc. 

CascoSt 865-4761 
Freeport, ME 04033 
Retailer/marketer: outdoor products 
3,000 employees 

S. D, Warren Co. 

PO Box 5000 856-4000 
Westbrook, ME 04098 
Mfg: paper 
2,100 employees 

National Semiconductor 
333 Western Ave 775-8100 
South Portland, ME 04106 
Mfg: semiconductors 
1,500 employees 

New England Telephone Co. 
One Davis Farm Rd 797-1081 
Portland, ME 04103 
Utility 

1 ,300 employees 

Shaw's Supermarkets, Inc. 
PO Box 3566 773-0211 
Portland, ME 04104 
Retail grocery 
1,175 employees 

City of Portland 

389 Congress St 874-8300 
Portland, ME 04101 
Municipal government 
1,100 employees 

University of Southern Maine 
96 Falmouth St 780-47 14 

Portland, ME 04 103 
Higher education 
1 , 100 employees 



Mercy Hospital 

144 Slate St 879-3000 

Portland, ME O4101 

Hospital 

1 ,005 employees 
Bath Iron Works 

40 Commercial St 761-4800 

Portland, MEO4t01 

Ship mode mi ration & repair 

1,000 employees 

Blue Cross & Blue Shield of ME 

1 10 Free St 775-3536 

Portland, ME 04101 

Insurance 

999 employees 

Sebago, Inc. 

PO Box 3000 854-8474 
Westbrook, ME 04098-3000 
Mfg: shoes 
850 employees 

Brighton Medical Center 

335 Brighton Ave 879-8000 

Portland, ME 04102 

Hospital 

750 employees 

Portland Newspapers 

390 Congress St 780-9000 

Portland, ME 04101 

Daily newspaper 

688 employees 

Casco Northern Bank, N.A. 

PO Box 678 774-8221 

Portland, ME 04104 

Banking 

648 employees 

Maine National Bank 

PO Box 919 775-1000 

Portland, ME 04104 

Banking 

550 employees 

Eastland Shoe Corporation 

5 Park St 865-6314 

Freeport, ME 04032 

Mfg: shoes 

425 employees 

GTE Products Corporation 

Route 35 642-4535 

Staodish, ME 04084 

Mfg: electromechanical 

425 employees 



ABB Environmental Svcs, Inc. 
PO Box 7050, DTS 775-54 
Portl. -\. ME 041 12 
Environ, management/consulting 
400 employees 

Konica Quality Photo East, Inc. 
PO Box 2011 883-72- 
Portland, ME 04104-5008 
Wholesale photo finisher 
382 employees 

City of South Portland 

PO Box 9422 767-32< 

South Portland, ME 041 16 

Municipal government 

366 employees 

Key Bank of Maine 

1 Canal Plaza 874-70C 

Portland, ME 041 12 

Banking 

350 employees 

Nichols Portland 

(Division of Parker-Haiurfin) 

2400 Congress St 774-612 

Portland, ME 04102 

Mfg: hydraulic components 

350 employees 

Peoples Heritage Bank 

PO Box 9540 761-850 

Portland, ME 041 12 

Banking 

339 employees 

Holiday Inn by the Bay & West 

(operated by Harper Hotels, Inc) 

88 Spring St 775-231 

Portland, ME 04101-3924 

Hotels 

325 employees 

Sears Roebuck & Co. 

400 Maine Mall Rd 775-35 1» 

South Portland, ME 04106 

Retail department store 

325 employees 

Central Maine Power Co. 

PO Box 1801 800-541-3995 

Portland. ME04t04 

Utility 

320 employees 



Cole-Haan Footwear 
44 North Elm St 
Yarmouth, ME 04096 
Retail, wholesale footwear 
300 employees 



846-3721 
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J* J. Ntssen Baking Co. 

PO Box 3588 -775-3461 

Portland. ME 04104 

Mfg: bakery products 

300 employees 

cerinslcy's 

278 Congress St 774-0972 
Portland, ME 04101 
Retail clothing store 
300 employees 

Saint Joseph's College 

Windham, ME 04062-1 198 892-6766 

Higher education 

300 employees 

Diocesan Human Relations Svcs. 

PO Box 10660 871-7430 

Portland, ME 04104-6060 

Social services 

293 employees 

Jordan's Meals 

PO Box 588, DTS 772-5411 
Portland, ME 041 12 
Meat processing 
285 employees 

Samoset Resort 

On The Ocean 594-25 1 1 

p -Vcport, ME 04856 

285 employees 

Barber Foods 

PO Box 4821 772-1934 
Portland, ME 04112 
Poultry processor 
275 employees 

Emery Water house 

PO Box 659 775-2371 

Portland, ME 04104 

Wholesale hardware 

275 employees 

Saint Joseph's Manor 

1133 Washington Ave 797-0600 

Portland, ME 04103 

Long-term care facility 

260 employees 

G. H. Bass & Company 
360 US Route 1 
Falmouth. ME 04105 
Mfg. &. retail: shoes 
250 employees 

Jiiocson Brook Institute 

175 Running Hill Rd 761-2200 

South Portland. ME 04106 

Acute psychiatric hospital 

250 employees 



781-3180 



N.E. Rehab. Hospital of Portland 

13 Charles St 775-4000 

Portland, ME 04102 

Hospital 

250 employees 

Portland Water District 

PO Box 3553 774-5961 

Portland, ME 04 104 

Public water/waste treatment 

236 employees 

First Allied Home Health 

222 Auburn Street 878-8100 

Portland, ME 04103 

Health care provider 

225 employees 

Hanover of Maine, Inc. 

PO Box 9001 883-1695 

Scarborough, ME 04070 

Insurance 

225 employees 

County of Cumberland 

142 Federal St 871-8380 

Portland, ME 04101-4196 

County government 

220 employees 

Saunders Brothers 

PO Box 1016 854-2551 

Westbrook, ME 04098 

Mfg: wood products 

215 employees 

Town of Scarborough 

PO Box 360 883-4301 

Scarborough, ME 04070-0360 

Municipal government 

212 employees 

K-Marts (Falmouth/Scarborough) 
206 US Route 1 781-4100 
Falmouth. ME 04105 
Retail stores 
210 employees 

Burnham & Morrill 

PO Box 1871 772-8341 

Portland, ME 04 104 

Mfg: food products 

200 employees 

Campbell, ?ayson & Noyes/CU 

PO Box 527 774-1431 

Portland. ME 041 12 

Insurance 

200 employees 

Community Health Services 

PO Box 8250 775-7231 

Portland, ME 04104 

Home health care 

200 employees 



Maine Printing & Bus. Forms 

PO Box 3878 775-2216 

Portland, ME 04 104 

Mfg: printed materials 

200 employees 

Maine Rubber International 

21 Saco St 856-6381 

Westbrook. ME 04092 

Mfg: industrial tires 

200 employees 

Maine Turnpike Authority 

430 Riverside St 87 1 -777 1 

Portland, ME 04103 

Toll road operations 

200 employees 

Pierce, Atwood, Scribner, Allen, Smith 
& Lancaster 

I Monument Sq 773-64 11 

Portland, ME 04101 
Law firm 
195 employees 

Spurwink School & Foundation 

899 Riverside St 871-1200 

Portland, ME 04103 

Education, human services 

195 employees 

IDEXX Corporation 

100 Fore St 774-4334 

Portland, ME 04101 

Mfg: diagnostic products 

194 employees 

Fleet Bank of Maine 

PO Box 17537 874-5000 

Portland. ME 04112 

Banking 

•190 employees 

*does not include employees of the 
former Maine Savings Bank 

Cumberland County Civic Center 
ICivic Center Plaza 775-3481 
Portland. ME 04101 
Entertainment 
182 employees 

Jewish Home for the Aged 

PO Box 466 772-5456 

Portland, ME 041 12 

Long-term care facility 

180 employees 

Sheraton Tara Hotel 

363 Maine Mall Rd 775-6161 

South Portland, ME 04106 

Hotel 

180 employees 
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EXPLORING GREATER PORTLAND INDUSTRIES 
A CLASSROOM ON WHEELS 

The Exploring Greater Portland Industries course is truly a 
classroom on wheels. The class, comprised of guidance 
counselors and vocational instructors, travels each week to 
a different business or industry in the Greater Portland 
area. The purpose of the course is to acquaint educators 
with the rapidly changing world of work and to update their 
knowledge of the employment requirements of business and 
industry. 

Included in the site visitations to date have been the 
Portland waterfront (fish auction and P.J. Merrill Co.), the 
Portland Jetport, the construction site of the new 
Cumberland County Jail, the New England Telephone Co., 
Channel 13 TV, the Portland Newspapers, and the Maine 
Medical Center. Scheduled for January and February will be 
site visitations to Hannaford Bros., the Sheraton, S.D. 
Warren Co. , Idexx, National Semiconductor, L.L. Bean and 
UNUM. Although the course is only half completed, 
participants indicate they have already accumulated a great 
deal of information regarding employment requirements and 
career oportunities in area businesses and industries. This 
information will be shared with colleagues in the schools 
and with students and their parents. 

For some, the visits have provided a dose of reality in 
respect to the changes in expectations that await tpday 1 s 
students as they enter the world of work. The impact of 
technology (computers, automation, and robotics) have 
eliminated many of the traditional jobs and have created 
many new jobs requiring specialized training and skills. 
The course is sponsored by the Portland Regional Career 
Guidance Consortium. Participants who complete the 15 week 
course will earn 4.5 C.E.U.'s from U.S.M. 
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EXAMPLE C-l 



October 8 



EDIS 270 SEC- 51 

7 2 EXPIRING GREATER PORTLAND BUSINESS AND INDUSTRY 

TENTATIVE SCHEDULE 

(Room 1250, PRVTC, 3:15 P.M.) 
Orientation 
Purpose 

S£s°- S In d u St ry Data Sheets 
Pre-Test 



October 15 
October 22 

October 29 
November 5 
November 12 

November 19 
December 3 
December 10 
December 17 
January 7 
January 14 
January 21 
January 28 
February 4 
February 11 



Waterfront (Working) 



r-a.nn P M. Arrival) _ . 

iiiport (Delta, Air Traffic Control) 

Construction (Site Visit-TBA) 

New England Telephone Company 

(3:00 P.M. Arrival) 
Broadcasting (Channel 13) 

Newspaper 

Health (Maine Medical Center) 
Retail/Sales (Hannaford Bros.) 
Hospitality (Sheraton) 
Engineering (S.D. Warren Co.) 
BioTech (IDEXX) 

Manufacturing (National Semiconductor) 
L . L • Bean 

Business (UNUM, Insurance) 

Post-Test 
Wrap-Up 
Critique 
Reunion 



February 25 - Storm Make-up Class 
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EXAMPLE C-2 



EDIS 270-51 

Equal Opportunities in Education and Employment 
Exploring Greater Portland Industries: Tentative Schedule 

1. September 23, Orientation - PRVTC 3:15PM 

Course Expectations, Requirements, Industry Data Sheets, 
Pre-test (Speaker) 

2. September 30: Maine Printing and Business Forms 

3. October 7: Channel 13/ WGME-TV 

4 # October 14: Infiniti of Falmouth, Inc. 

5. October 21: Skillin's Greenhouses 

6. October 28: Sheraton Tara Hotel 
7 . November 4 : TBA 

8. November 18: National Semiconductor 

9. December 2: TBA 

10. December 9: Nichols, Portland 

11. December 16: Meet at PRVTC for Group Process, speaker, 
assessment 

12 . January 6 , : TBA 

13. January 13: Hannaford Brothers 

14. January 20: ME. Medical Center (tentative) 

15. January 27: Meet at PRVTC for wrap-up 
Final evaluation and assessment 

16. (February 3: STORM DAY MAKE-UP) 
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Exploring Greater Portland Industries 
In-service course for Educators 

1994 - 1995 

PURPOSE: The Portland Career Guidance Consortium with the 
assistance from the PRVTC Cadre Project is 
sponsoring an in-service course designed to 
acquaint educators with* the specifics of the 
rapidly changing world of work in Greater Portland- 
business and industries. 

LEARNING OBJECTIVES: As a result of this activity, 
participants wi 11 be able to : 

1. Relate the day to day operations of companies 
visited. 

2. Describe the general categories of industries and 
the related services within each industrial group; 

3. List the prominent areas of employment, job 
descriptions, qualifications, requirements, and 
idiosyncrasies . 

4. Report technological advances observed. 

5. Determine opportunities for individuals with 
disabilities, and the extent of equal 
opportunities for men and women in each 
organization visited. 

LEARNING ACTIVITIES: The program will include on-site 
visitations and pi ant tours of business and 
industry in the Greater Portland area. Each 
session will include a brief orientation, a 
presentation relative to specific activities and 
products, a personal tour of the facility, and a 
follow-up question and answer period. 



At this time, the following occupational/industrial areas 
are being considered for inclusion in the course: 

Automotive Sales/Service Health Machine Tool 

Transportation Engineering Broadcasting 

Graphic Arts Business and Office Insurance 

Architecture Retail Sales Construction 

Manufacturing Hospitality 

LOGISTICS: There will be 15 class meetings. The class will 
begin on Thursday, Sept. 22, (tentative) at PRVTC. 
Thereafter, the claSs will meet every Thursday 
with the exception of school holidays. The final 

1 1 
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class will be held in late January. A schedule of 
site visits will be distributed at the September 
22 meeting . Private vehicles wi 1 1 be used for the 
site visits, which will be held from approximately 
3: 15PM to 5: 15PM. 

The course will be limited to 18 participants who must 
indicate a commitment to attend all fifteen sessions. 

Priority will be given to school counselors, vocational 
personnel and teachers within the PRVTC region. Class will 
fill on first come, first served basis. 

FEES /CREDIT : The fee for the course is $25.00. This 
includes course materials and 4.5 Continuing Education Units 
(4.5 CEU 1 s equal 3 recertif ication credits). Course fees 
are non-refundable . 

************************* ******** *************************** 

I definitely plan to take the course, EXPLORING GREATER 
PORTLAND INDUSTRIES 

NAME 

SCHOOL 

TITLE 

Enclosed is a check for $25.00 made payable 

" to PRVTC/ City of Portland 

Return to: Frank Ingerowski 
PRVTC 

196 Allen Ave. 
Portland, ME 04103 



12 



EXAMPLE E 




Career Guidance Consortium 
196 Allen Avenue 
Portland, ME 04103 
Tel. 874-8165 



Dear 

Thank you for assisting us with the EXPLORING GREATER 
PORTLAND INDUSTRIES course. This letter is to confirm our 

plans to visit your firm/company on 

at E.M. 

The objective of the course is to acquaint guidance 
counselors/teachers with the specifics of the rapidly 
changing world of work in the Greater Portland area. The 
program will include on-site visitations and tours to 
businesses and industries in the Greater Portland area. 
Each session may include a brief orientation, a presentation 
relative to specific activities and products, a. personal 
tour of the facility and a follow-up question and answer 
period . 

Counselors/teachers will use the up-dated information to 
advise and counsel students with their career plans. Also, 
the information will be shared with faculty members at 
schools in the region. 

On behalf of the teachers and counselors enrolled in this 
program, thank you for your support. 

Sincerely , 

Frank Ingerowski 

Portland Regional Career 
Guidance Consortium 
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EXAMPLE F 



page 1 of 2 



EXPLORING GREATER PORTLAND BUSINESS & INDUSTRY 
PRE-TEST QUESTIONNAIRE 

This course is designed to help you increase your knowledge regarding careers and career 
opportunities and to improve communication between educators and the business community. 
Listed below are questions related to areas which will be discussed during the course. You are 
being asked to complete this questionnaire in order that some evaluation of these activities may be 
made. 

Each question or statement is followed by a ten-point rating scale. Read each question and circle 
the number on the scale which most nearly corresponds to your own assessment of your present 
degree of knowledge, understanding, skill, or attitude referred to in the question. 

1 . How would you rate your present degree of knowledge of business and industry in the 
Greater Portland area? 

0123456789 10 

2. Indicate the degree to which you are familiar with current employment trends in the 
Greater Portland area. 

0123456789 10 

3. Indicate your knowledge of career opportunities for non-college bound students in the 
Greater Portland area. 

0123456789 10 

4. Indicate your knowledge of skills needed by business and industry in the Greater Portland 
area. 

0123456789 iO 

5. To what extent are you aware of the attitude of employers toward employment of the 
people with special needs? 

0123456789 10 

6. To what extent is the community attuned to the needs of non-college bound students? 
0123456789 10 

7. How would you rate your present degree of knowledge of local training opportunities and 
programs for non-college bound students? 

0123456789 10 
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EXAMPLE F 



page 1 of 2 



Indicate the degree of your understanding of a realistic role for the guidance counselor in 
occupational or career guidance. 

0123456789 10 

How would you rate the potential for a regular flow of communication between school 
administrators, teachers, counselors, and business and industrial personnel within the 
Greater Portland area? 

0123456789 10 

Indicate the degree of your knowledge in respect to affirmative action program and sexual 
harassment policies of local business and industry. 

0123456789 10 
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EXAMPLE G 




EXPLORING GREATER PORTLAND INDUSTRIES 



Group # 1 

Robert Mullen * 
Pamela Anderson 
Gail Devi. 1 leneuve 
Clover Jordan 
John Matheson III 
Gina Olore 
Robert Kammann 

* Facj.litator / Reporter 

|1: What chan es could we make in respect to the curriculum 
to better prepare students for the world of work? 

#2: What has been the impact of technology on greater 
Portland business and industry? 

#3: In what ways can business and industry work with 

education to improve the instructional program for our 
students? 



EDIS 914-51 

G roup #2 

Patrick Feury * 
Webster Capps 
Sandra Guerra 
Terese Myatt 
William Thombs 
Deborah Thay.er 
Olga Schimmer 



Group # 3 

Susan Neily * 
Janice Corl i ss 
Robert I ngerowski 
Joseph Lapoi nte 
John Ney 

Marilyn Willison 
Marie Pollard 



16 ' Cj 



EXAMPLE H 



I 

1 
I 
I 
1 
i 
1 
I 
I 
1 
1 
I 
I 
i 
I 



Equal Opportunities in Education and Employment 

EDIS 270 SEC. 51 
EXPLORING GREATER PORTLAND BUSINESS & INDUSTRY 
INDUSTRY DATA SHEET 



NAME OF COMPANY: 



CONTACT PERSON: PHONE NO: 

MAJOR PRODUCT OR SERVICE: 

AREAS OF FUTURE PRODUCT AND/OR OCCUPATIONAL GROWTH: 
ENTRY LEVEL OCCUPATIONS AVAILABLE: 
EDUCATION, TRAINING , SKILLS REQUIRED: 
HIRING PRACTICES: 

OPPORTUNITIES FOR ADVANCEMENT/CAREER LADDERS: 
WORKING CONDITIONS: 

IN-HOUSE BENEFITS (TRAINING, INSURANCES, ETC.): 
ANTICIPATED IMPACT OF TECHNOLOGY: 

OPPORTUNITIES FOR GRADUATES WHO SEEK EMPLOYMENT IN JOBS NONTR AD I T I ON AL 
TO THEIR SEX: 



OPPORTUNITIES FOR GRADUATES WITH DISABILITIES: 
£ EDUCATIONAL RESOURCES (TOURS, JOB-SHADOWING, GUEST SPEAKERS, ETC.) 



I 



COMMENTS : 



EXAMPLE 1-1 



January 12, 1994 



^n? R 5fori S Vo=ational Technical Center 
196 Allen Avenue 
Portland, Maine 04103 

Dear Frank: . 

we are looKing forward to .eating next ^^^^Js^ors 
here at the Medical Center with the s SOM advance 

Garage adDacent to the sonesx:a n _ u ,| R . h stree t entrance and 

ro ay pick up our shut tie bus at the g a ^^^^ where x will 

Wil i Sou ?hl settle SLs continuous runs so waits tend to be 
meet you. ine snu^ie AUCl ^ 0 ~ ^«i^„ a<: v nnp of the qarage 

SMS i £ c 3S rSSS^K 

S/^eLf that JST. J h patient, and 

visitors- vehicles. The entrance to that lot is on ^adwicx 
about half a block fro. the Brazil fr ^^»g at 
^thToca^on^ need to bring their parking 

tiC ^u%m%e h e el fro m the attached preliminary schedule that we plan 
to cover a variety of health care arenas • ^f^^SrLrttion 
restrict their talks to about 7 '^Y^^&g a ?or breadth 

zsgrssr^^ group or 

r indivld?ai n s tXtVore information about ^^^^Mtm 
departments, we will be happy to develop £ will 
to schools or whatever seems likely to be userui to yuu 
wrap up this session promptly at 5:00 PM. see vou 

Please call me at 871-2814 if you have questions. See you 
Thursday . 

Yours truly, 




J^net M. Alexander 
Administrative Projects Manager 



Attachments 



22 Brarnhr.il Street. Portland. Maine 04102 (207) 871-0111 
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PRELIMINARY SCHEDULE 

PRELIMINARY SCHEDULE 



Portland Career Guidance Consortium 
Maine Medical Center Visit 
Thursday, January 20, 1994 

ParKing is recorded ^ 

rSg^sSesfhrurs ^Sf^H^Sr^t entrance to the Garage 
and Maine Medical Center's Admitting Entrance. 

Meet Janet Alexander, Administrative 
3:00-3:15 Projects Manager at MMC Admitting 

Lobby and move to Classroom #2, Dana 
Education Center 



3:15-3:30 



Introductions and coffee 



,., n ,. 15 Mary Main, Manager 

J ' J General Employment 



3:45-4:00 
4 : 00-4 : 15 
4 : 15-4 :30 



Emmy Hunt, R.N. , Head Nurse 
Emergency Medicine 

David Wennberg, M.D., Director 
Health Services Research 

John Romano, Asst Dir/Production 
Food & Nutrition Services 



a.™ a.4R Jennifer Lohnes, Director 

4 ' 30 " 4 ' 45 Betsy Smith, Trng/Pro^s Specialist 

Medical Records 

.... _ 00 Neil Schuster, Division Director 

Physical Therapy 

5 . 00 Meet shuttle at Admitting Lobby for 

return to Gateway Garage 



1/12/93 



22 BrumMl Street. Portland. Maine 04102 (207) 871-0111 
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November 22, 19 9 3 



Mr. Eric Longpre 
Communications Coordinator 
National Semiconductor 
333 Western Ave. 
South Portland, ME 04106 

Dear Eric: 

course thank you "for prov loin, an excellent presentation on 
National Semiconductor. 

All of us were fascinated with the high-tech and 
international connections that characterize your industry. 

Y ou have been very supportive to our ^ucator's jroup jn^w. 
very much appreciate your efforts to keep us up i 
we guide and counsel young people preparing for careers 
high-tech industries. 

JSiiffiW'S SSS-p^W^^-bx. to 

your employees. 




Frank Ingerowski 



20 



EXAMPLE K page 1 of 2 

EXPLORING GREATER PORTLAND BUSINESS & INDUSTRY 
POST-TEST QUESTIONNAIRE 

This course is designed to help you increase your knowledge regarding careers and career 
opportunities and to improve communication between educators and the business community. 
Listed below are questions related to areas which will be discussed during the course. You are 
being asked to complete this questionnaire in order that some evaluation of these activities may be 
made. 

Each question or statement is followed by a ten-point rating scale. Read each question and circle 
the number on the scale which most nearly corresponds to your own assessment of your present 
degree of knowledge, understanding, skill, or attitude referred to in the question. 

1 . How would you rate your present degree of knowledge of business and industry in the . 
Greater Portland area? 

01234 5 6789 10 

2. Indicate the degree to which you are familiar with current employment trends in the 
Greater Portland area. 

012 3456789 10 

3. Indicate your knowledge of career opportunities for non-college bound students in the 
Greater Portland area. 

0123456789 10 

4. Indicate your knowledge of skills needed by business and industry in the Greater Portland 
area. 

0123456789 10 

5. To what extent are you aware of the attitude of employers toward employment of the 
people with special needs? 

0123456789 10 

6. To what extent is the community attuned to the needs of non-college bound students? 
0123456789 10 

7. How would you rate your present degree of knowledge of local training opportunities and 
programs for non-college bound students? 

0123456789 10 
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EXAMPLE K page 2 of 2 

8. Indicate the degree of your understanding of a realistic role for the guidance counselor in 
occupational or career guidance. 

0123456789 10 

9. How would you rate the potential for a regular flow of communication between school 
administrators, teachers, counselors, and business and industrial personnel within the 
Greater Portland area? 

0123456789 10 

10. Indicate the degree of your knowledge in respect to affirmative action program and sexual 
harassment policies of local business and industry. 

0123456789 10 
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EXAMPLE L 



NAME DATE 

EDIS 270-51 
Exploring Greater Portland Industries 
Evaluation 

1 . Did the course meet your expectations? 



2. Would you recommend the course to fellow teachers/counselors? 



3. List several site visits which were the most interesting/effective. 



4. List several site visits which were not effective. 



5. Suggestions for improving this course. 



6. Suggestions for a se M uel to Exploring Industries which would focus on students. 



7. Suggestions for other courses that would meet your needs: 



8. May I quote your remarks in reports on future course descriptions? 

Yes No 

THANK YOU! 



EXAMPLE N 



PRVTC Helps Teachers Explore 
Greater Portland's Industries 



w 




Twenty Greater Port! and teachers are learning more j \ 
about the world of work through a 15-session course 1 ' ' 
sponsored by PRVTC. The aim of the course is to provide 
teachers with knowledge of the needs of. business and 
industry in the Greater Portland area so they can better 
relate their subject matter to the work environment and 
also be better able to advise students on career choices 
Tours and on-site presentations will take teachers into the 
job sites of today, the real-world settings that our 
, educational institutions are preparing students to enter. 

Bach week the class visits a business or industry in the area 
' for an orientation, a tour, and a question-and-answer session 
related to the respective business. 

To date, teachers in the program have visited Nichols 
lj£ Portland, Maine Printing and Business Forms, MDOT 
I Portland/South Portland Bridge Project, Regional Waste 
j Systems, the Lee Auto Mall, and the Portland Marriott 
i Hotel. Visits to other major employers such as S. D. 
Warren, UNUM, NYNEX, and L. L. Bean are in the planning 
stages. 

By the final class participating teachers will be able to: 

• Talk alx ut the day-to-day operations of a range of companies; 

• Describe general categories of area industries and related services 
within each group; 

• List the market characteristics of each organization visited; 

• List prominent areas of employment, job descriptions, and qualifi- 
cations and requirements for different jobs; 

• Report on the technological advancesobserved, the opportunities for 
the handicapped, and the extent of equal opportunity for men and 
women. 

For many teachers the visits have provided a new perspective on the 
changes that await today's students as they enter the vorld of work. The 
impact of technology, including computers, automation, and robotics, 
has eliminated many traditional jobs but has, in turn, created many new 
jobs requiring specialized training and skills. 

Those who complete the course will earn 4.5 CEUs from the 
University of Southern Maine. 

The following teachers are enrolled: Frank Ingerowski, PRVTC 
(Course Coordinator); Pamela Anderson, Portland High School; Webster 
Capps, Portland High School; Janice Corliss, Bonny Eagle High School; 
Gail DeVilleneuve, Portland High School; Patrick Peury, Portland High 
School; Sandra Guerra, Portland High School; Robert Ingerowski, Lin- 
coln Middle School; Clover Jordan, Deering High School; Robert 
Kammann, Lyman Moore Middle School; Joseph Lapointe, Lincoln 
Middle School; John Matheson III, Lincoln MiddleSchool; RobertMullen, 
Bonney Eagle High School; Terese Myatt, Portland Summer School; 
Susan Neily, Portland High School; John Ney, Portland High School; 
Gina Olore, Bonny Eagle High School; Marie Pollard, Portland Adult 
Education; Olga Schimmer, Portland High School; Deborah Thayer, 
Cape Elizabeth High School; William Thombs, Mahoney Middle School; 
and Marilyn Willison, Bonny Eagle High School. 



CAREER 




FAIR 




Career Fair 



Description : 

This event is just one activity to assist students in setting their life's goals. Additional ideas to 
influence a student's future that are peripheral results of preparing for and participating in such an 
event include the following R - E - A - C - H areas: 

R " REMAIN IN SCHOQL. Do the best you can. Look for opportunities for additional 
education in areas that lead to your goals. 

E " EXPLORE THE WORLD OF WORTC. Write to companies, talk with teachers and 
counselors, and ask people what they like and dislike about their work. 

A - ASK HOW SKILLS IN SU BJECTS ARE USED at today's jobs, and how skills in 
one subject are used in other subjects. 

c - CHALLENGE YOURSELF in activities in and out of school. Use volunteer 
activities and part-time jobs to build skills and explore interests. 

H - HELP YOURSELF by taking a wide variety of subjects: Math, Science, Language 
Arts, Social Studies and other areas of interest. 

Objectives : 

During this event, the student will be able to: 

participate in career awareness and career exploration activities designed to raise 
aspirations and increase self-esteem; 

practice the use of interview and research skills; 

develop and use self-assessment skills; 

relate occupational planning to school experiences and high school planning; and, 
develop an awareness of non-traditional careers. 
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CAREER FATO 

Coordinator Instructions 
and 
Logistics 

A. Suggested Length- 0 ne Day 

B. Suggested Time: 8:00 a.m. - 1 :30 p.m. 

C. Suggested C os t : $ 2 - 2.50 per student attending (paid by school not student) 

D. Suggested Audience: 8th Grade Students 

E. Prior to Event : (4 . 5 months) 

1 • Establish Advisory Committee to assist in planning. Include guidance from all 
participating schools, instructors, and area business people. 

2. Determine areas of responsibility for each Advisory Committee member (refer to 
bxample A). 

3. Identify potential expenses and potential sponsors (ie. program booklets, luncheon 
tor presenters, facility, etc.). 

4. Determine best site location and find sponsor. 

5. Select date for event. 

6. Establish timeline for planning committee (refer to Example B- 1 , B-2, and B-3 
sample minutes and meeting agenda sample). 

7. Contact businesses and ask to participate. 

8. Plan to run a Career Fair Program Cover Design Contest for area students (refer to 
Example C). v 

9. Determine future planning committee meeting dates. 

NQIE: Additional planning tips and scheduling ideas are included in Example D 

and E to assist in planning a Career Fair event. 

1 0. Administer "Interest Inventory" to students to determine which sessions would be 
most relevant. 



11. 

12. 



Design and compile program (refer to Example F). 



Design and distribute advertising posters (refer to Example G - this copy was 1 1 x 
17 in original format). 



1 3 . Notify media of event (refer to Example H for sample event demographics) 

14. Send out invitations to guests (refer to Example I). 

15. Tally session enrollments to insure no session is over-enrolled (refer to Example J - 
- was 8 l A x 14 in original format). 

16. List each students schedule and distribute to appropriate school guidance counselor 
(refer to last page of program booklet in Example F). 

1 7. Schedule students for sessions (name tags may reflect schedules so it - or the 
student — don't get lost). 

1 8. Send out "Presenters Confirmation Letters;" Facility Layout; Participant Event, 
Facility Demographics, Goals, and Logistics ; Career Fair Presenter Ideas; Agenda; 
"Hints for Presenters;"and, "Preparing A Presentation" handout to each booth/ 
presenter (refer to Example K-l, K-2, K-3, K-4, K-5, K-6, and K-7). 

F. Day of Event: 

1 . Distribute "Welcome to Presenters," "Know Your Audience," and "Your 
Presentation" (refer to Example L-l, L-2, and L-3). 

2 Assist presenters in finding assigned areas. 

3 Assist students. 

4 Keep event on time schedule. 

5. Award "Certificates of Appreciation" (refer to Example M). 

6. Students fill out Evaluation Form (refer to back of program booklet in Example F). 

G. After Event: 

1 . Mail out thank you letters to presenters. 

2. Compile Evaluation results (refer to Example N-l and N-2). 

3 . Convene planning committee to debrief. 
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4. Send thank you letters to sponsors. 

5. Distribute "Certificate of Success" to participating students (Refer to Example O). 
Additional Logistics: 

1 . Try to recruit diverse non-traditional, and standard career opportunities. 

2. Assure that facility is handicapped accessible. 

3. Allow students to select 3 sessions and 1 session is assigned. 

4. Guidance people meet with students before event to assist in developing questions. 



EXAMPLE A 



TENTATIVE 
1995 CAREER FAIR: ASSIGNMENTS 



COUNSELOR(S) RECRUITING ASSIGNMENTS 

Lyman Moore Anne LaBossiere Set-up 

y Kathy Woods 











1 

i 


Cape Elizabeth 


Rick Madden 


Business & Office 




Wentworth (SCA) 


Ann Noble 


Media & Communications 


• 


Memorial (S. Portland) 


ni r*k Kinnev 
Jane Lansing 


Health Careers 




Gray-New Gloucester 


Cf anVian i p Rnhi^r 


Manufacturing 




Harrison Middle (YA) 


Jeanne Feintech 
d r e ncia rULciiaciouu 


Fine Arts 




Westbrook 


Sue Walb^idge 
Gene Heitz 


Natural Resources 


- 


Shaw Jr. High (GOR) 


Pat wrigni- 


Hospitality & Recreation 
Personal Services 




Mahoney (S. Portland) 


Phil St. John 
Don Lonsway 


Public Service 


* 


King Middle 


Sharon Dennison 

"T,ar*k i p McDonoUQh 


Clean-up 




PRVTC 


Molly Graffam 


Construct ion 


9 


Falmouth 


Lois Murphy 


Transportation 




Greely 


Betsy Stout 


Marketing & Distribution 


-i 


Windham 


Eliza Adams 
Barbara Clark 


Evaluations & 
Thank you letter 



* 

ERJC 



Jo 
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EXAMPLE B-l 



1 
I 

TARGET DATES 

} CAREERS FOR THE 2 1ST CENTURY 

> \ 



Committee Planni ng and 
Student preparat ion 



February ? 8 

Meet at PRVTC at 8:00 AM 

1. Recruiters turn in names of presenters 

2. Distribution of Scheduling Packets 

3. Selection of cover/poster contest winner 



October 
November 
December 
January 



April 12 

Meet, at PRVTC at 8:00 AM 

1- Turn in pink Tally Sheets 

2. Distribute booklets for students 

April 2 5 

Set. -up Team (Moore) needed at. Expo at 9:00 AM 

- All recruiters please make last-minute calls to vour 
(several did not show last year). 

April 26 

8:15 AM Hospitality Team needed to set up regjstrat 

help presenters 

8:30 AM Welcome 

8:45 AM Workshop I begins 

1:30 p M Clean-up tc-am (King) 

Aprjl 27 



Evaluation and Thank yous (Windham) 



EXAMPLE B-2 




Regional Committee Plans Career Activities 



Sharing materials and resources, guidance counselors from eleven 
school districts in the Greater Portland area have been meeting at the 
Portland Regional Vocational Technical Center to plan career awareness 
activities for Grade 8 students. 

The Regional Planning Committee includes guidance counselors from Cape 
Elizabeth, Falmouth, Gray-New Gloucester, Cumberland, Portland, South 
Portland, Gorham, Scarborough, Westbrook, Windham, and Yarmouth. 

A series of activities have been planned within the middle schools and 
junior highs of the participating districts to assist Grade 8 students 
in making the transition to the high schools. The goal of the 
Guidance committee is to plan and sponsor career awareness and career 
exploration activities designed to raise the career aspirations of 
students and to help students relate career planning to their high 
school program. 

Activities for students which are planned or already in progress 
include: career assessments, interest inventories, career research, 
and the study of occupational clusters. In addition, several schools 
are utilizing the newest, computer software which assists students as 
they study the world of work and widen their career horizons. 

?|; u n J en [- activities will culminate in a regional career fair for over 
2000 students from participating school districts. Career s for the 
21st Century, a career fair for Grade 8 students, has been scheduled 
ror April 26 at the Portland Exposition Building in Portland. 

Members of the Career Planning Committee include: Rick Madden, Cape 
Elizabeth Middle School; Lois Murphy, Falmouth Middle School- 
Stephanie Bubier, Gray-New Gloucester Junior High School; Betsy Stout, 
Sf^i o U . 10 f Hlgh Sch ° o1 '- Sharon Dennison and Jackie McDonough, King 
Middle School; Donna Beeley and Kathy Woods, Lyman Moore Middle 
benool; Don Lonsway and Phil St. John, Mahoney Middle School; Richard 
£n!^? y J f nS Lansin 9' Memorial Middle School; Patricia Wright, shaw 

Middle School; Ann Noble, Wentworth Middle School; Su Walbridqo and 
Eugene Heitz, Wescott Junior High School; Barbara Clark and Eliza 
Adams Windham Junior High School; Brenda Michaelson, Harrison Middle 

F ^ ank Ingerowski and Molly Graffam, Portland Regional 
Vocational Technical Center. 



4i 
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EXAMPLE B-3 



CAREERS FOR THE 21st CENTURY 
APRIL 1, 1994 

AGENDA 

1. Distribute posters and PR announcements... 

2. Proof-read invitations... 

3. Proof-read Career Fair booklet (goes to printer today) 
(Final changes, additions, deletions) ... 

4. Telephone call to presenters on the 26th... 

5. Mail packet to each presenter... 

6. Floor plan and bus schedule (bus parking)... 

7. Teacher Chaperones . . . 

8. Set up, April 26,; Take down, April 28... 

9. Student Involvement... 

10. Evaluations. . . 

11. Schedule Tally due April 8th (gray sheet) 



ERIC 
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EXAMPLE C 



COMMUNITY INVOLVEMENT PROJECTS 



PLANNING A CAREER DAY 



MOICC, 1990 Planning to Realize Your 
Educational Potential. Hallowel 
Maine: MOICC. 



EXAMPLE D 



page 1 of 4 



COMMUNITY INVOLVEMENT PROJECTS 



PREP! 



PLANNING A CAREER DAY 



Career Days are an excellent way to introduce a 
careers to students in one day. 



variety of 



Some key elements to a successful Career Day are as follows: 



★ 

* 
* 



* 
* 

* 
* 



a core group and an advisory group. 



Begin planning early. 
Recruit two committees: 
Develop a time line. 
Keep minutes of meetings. 
Assign tasks to be done. 

Involve students, parents, teachers, administrators, and board 

members as much as possible. 
Inform the administration, teachers, board members, students 

and community well in advance. 
Use periodic reminders via the daily announcements to heighten 

interest in the Career Day. 
Place posters around the school. 
Write news articles for the local newspaper. 
Make radio or television announcements so that it truly 

becomes a special day. 
Invite parents to present their careers. 

Invite Board members and Central office Administrators to 
attend. 

Extend invitations to guests early and follow this up with a 
series of reminder contacts providing information in small 
amounts. 

Provide an initial contact to the presenter to explain the 

purpose of Career Day. 
Enhance the program with a keynote address. 

Include the classroom teachers in gathering needed information 

from students if choices are allowed. 
Have classroom teachers discuss what are good questions and 

what are poor questions. 
Encourage teachers to make student assignments such as 

research papers on preferred careers. 
Ask students to write thank you letters to presenters, Board 
members, and Central office Administrators. 



• er|c 
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EXAMPLE D 



page 2 of 4 



* Use a personal computer for scheduling if one is available. 

* Print evaluations, have presenters, guests and students 
complete one, and provide feedback on how the day was 
received. 

* Compliment board members who attend the Career Day. 

* Submit a newspaper article upon completion of Career Day and 

include all guest presenters. 

* Invite a television station to cover the Career Day. 



eric 
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EXAMPLE D 
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CAREER DAY 

September 16, 19 

September 2, 19 
September 30, 19 

October 14 , 19 
October 21, 19 
November 24, 19 

i 

January 4, 19 

* 

January 25, 19 

j 

February 10, 19 
April 1, 19 

April 12, 19 



SAMPLE 




PLANNING CALENDAR 



Initial proposal presented at 
staff meeting. Discussion and 
approval by members. Committee 
of two formed. 

Committee meeting to develop 
plan of action. 

Written plan presented to the 
staff by the Career Day 
Committee. 

Committee presents' a list of 
careers . 

Team ratified the Committee's 
career list . 

Career list given to building 
teachers for comment and a 
complete explanation given 
regarding Career Day, i.e., 
tentative schedule for the day. 

Telephone and letter contact 
begins to guest presenters. 

Guest presenter list checked for 
negative replies and additional 
contact made. 

Guest presenter second mailing, 
include an introduction return. 

Third mailing to guest presenters 
which include a reminder and map 
to school. 

CAREER DAY 



ERLC 
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PREPARING STUDENTS FOR A 
CAREER DAY EVENT 



THE GUIDANCE COUNSELOR 



EXAMPLE E page 1 of 9 



PREPARING STUDENTS FOR A 
CAREER DAY EVENT 



The Guidance Counselor's Role: 

The Guidance Counselor has many roles to play when preparing 
students for a career day event. These roles include: 

+ Project Coordinator 
+ Resource Person 
+ Scheduler 
+ Motivator 
+ Evaluator 



Project Coordinator 

As project coordinator, the Guidance Counselor is responsible for 
ensuring that the career day event is a meaningful one for all 
involved. The Guidance Counselor provides information about the 
event itself —goals , date, time, location— to appropriate school 
personnel. In addition, the counselor trouble shoots to make 
sure the logistics are in place and that students and faculty are 
aware of the behavioral expectations for the event. Some 
specific responsibilities for the project coordinator include: 

+ Faculty orientation to the event including logistics, 
date, time, as well as the educational goals for the 
event and expectations for faculty and students. 

+ Soliciting faculty cooperation in preparing students 
to attend the event by using the suggested curriculum 
in their classroom or by substituting teacher- 
developed materials. (As a guideline. MCEC has 
developed six lessons to be used for preparing 
students. This is a commitment of one lesson per 
week during the six weeks prior to the event.) 

+ Coordinating faculty efforts and recognizing those 
who do an exceptional Job. 

+ Working with the faculty to create operating systems 
for scheduling students for the event. 

+ Evaluating the event with faculty and making 
suggestions far future efforts. 

+ Obtaining and using student evaluations far future 
planning. 
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| Resource Person 

1 The Guidance Counselor is also a resource person to those 

\ preparing students for the career day event. Ouring the 

J preparation period, there are several things that the Guidance 

Counselor can do to make sure that the faculty have the 
; information and support they need to prepare students properly 

for the event. 

7 The Guidance Counselor may: 



+ Work with the school librarian to place on reserve 
career information and career decision-making-related 
; materials. These materials would be made available 

to students during thair study halls. 

+ Distribute a list af materials available from the 
Guidance Office to participating faculty members. 
This list may include: 

» The Maine Job Box 

* Appropriate pamphlets or products on the World 
of Work 

Short assessment forms such as the Harrington- 
O'Shea or the Self-Directed Search with 
directions . 

, » The Guide to Occupational Exploration 

* Tne Occupational Outlook Handbook 

+ Create a schedule for times that participating 
t faculty members and students could use the Guidance 

Information System (GIS) to facilitate career match. 

5 

+ Train a student aide or guidance assistant to run the 
GIS and to print out information for participating 
, classrooms based on the GIS survey form. 

J + If a computer lab is available, obtain and distribute 

a list of appropriate software and arrange for 
students ond faculty to use the software. 

i 

+ Share other resources of interest as well as good 
teacher-developed materials. 

+ Provide tips and instructions on the ways in which 
Jobs ore categorized. 
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Scheduler 

The Guidance Counselor will ultimately be responsible for 
creating schedules for all students attending the event. This 
can be done with assistance from participating faculty. 

Some things to remember when scheduling students for such an 
event ore: 

+ Students should be scheduled by interest as much as 
possible. .Each student should be scheduled for his 
or her first and second choices. 

+ The purpose of the event should be kept in mind. 
This is an opportunity for students to interact with 
"real* professionals. For students to benefit most, 
they must be able to learn and to access what the 
professionals know best — the demands, dimensions, and 
quirks of the Job they do every day. 

Motivator 

Noting is more contagious than enthusiasm. If the Guidance 
Counselor promotes the event in a lively, interesting manner, 
others will see it as something to attend and to participate in 
actively . 

What ore some motivations: 

+ Recognizing the efforts of colleagues at meetings, in 
a note or through a public and/or private "thank 
you . w 

+ Recognizing the efforts of students at assemblies, 
through certificates, thank-you's, or privileges. 

+ Involving student government in the promotion. 

+ Asking people, -What do you think? How can I be of 
help? Would you like to take a look at this?" 

+ Providing support for the effort (See resource role.). 

+ Providing guidelines and expectations for all 
involved . 

+ Using P.R. techniques: 

* A countdown in the daily bulletin 

* Sign** posted in the school 

* Announcements at assemblies 
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* Local newspaper and radio coverage of 
preparatory classroom activities that are 
newsworthy 

* An article for the school newspaper discussing 
the career day event. Arrange for 
participating faculty and students to be 
interviewed, too. 

* Ask a student or students to keep a 
photographic diary of the event to be used in 
the future to prepare other students. The 
diary would include classroom activities as 
well as the event itself. 



Evaluator 

Finally, the Guidance Counselor is an evaluator of the process, 
the event, and the outcomes. When the event is over, the 
Guidance Counselor should meet with the faculty that participated 
in the project and obtain their feedback. 

What went well? 

What went wrong? 

Can it be fixed? How? 

What have we learned that we want to keep? 

Students should also be led through an evaluation. They should 
determine what the event meant to them and what they need to do 
to obtain more information about careers and career requirements. 

The results of this evaluation process should be used to create 
follow-up activities and spin-offs during the latter part of the 
school year and for planning similar events in the future. 
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SAMPLES 



FACULTY MEETING AGENDA 



FACULTY EXPECTATIONS 



STUDENT" EXPECTATIONS 
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FACULTY MEETING AGENDA 



+ Career Day Event date, time, 
logistics, goals 



+ Faculty expectations 



f Student Expectations 



+ Faculty/Student Packet 



+ Resources Available 
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FACULTY EXPECTATIONS 



+ To present one lesson per week for six weeks 
preparing students for the career day event 



+ To attend the event with the students 



+ To provide support and assistance to students 
and presenters at the career day event 



+ To participate In follow-up activities 



+ To evaluate the preparatory process and the 
event Itself 



+ To make recommendations for future career 
education activities 
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STUDENT EXPECTATIONS 



+ To complete all preparatory assignments for 
the career day event 



+ To determine career cluster areas and careers 
of Interest 



+ To participate actively in the event itself 
by interviewing presenters 



+ To follow event guidelines, such as attend all 
scheduled presentations 



+ To prepare a report on each of the 
presentations attended 



+ To evaluate the event itself and to make 
recommendations for future career education 
activities 
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CAREERS FOR THE 2 1ST CENTURY 



COVER CONTEST 



ELIGIBILITY: Grade 8 students in the PRVTC region 

Cover for "94 Regional Career Fair 
Theme: Careers for the 21st century 

Your cover design may be drawn to the actual size of 

5 l/2 M x 8 1/2" or you may draw it as large as 

ll"xl7" and we will reduce it. 

You will be using black ink on white paper 




Grade 8 students will submit entries to their middle school 
counselor in their respective schools by February 1/ 1995. 
Middle school counselors et al will select the winning entry 
for their school. 

Winning entries from 15 middle schools will be submitted to 
the Career Fair Planning Committee by Feb. 28, 1995 by 
counse lor s . 



Career Fair Planning Committee will select 1st, 2nd and 3rd 
place winners. 

The 1st place winner will be on the cover of 2500 copies 
which will be printed with the name of the winning artist. 

Fifteen prizes, one for each winner from the fifteen middle 
schools will be awarded. 



1ST PLACE WINNER 
2ND PLACE WINNER 
3RD PLACE WINNER 



$2 5.00 Mall Gift Ce rt i f icate *\ l 
$15.00 Mall Gift Certificate < J^^^/s 1 
$10.00 Mall Gift Certificate/ \\ \ 5 ^ 



Fifteen $5.00 Mall Gift Certificates will go to the 
remaining winning entries. 

All entries will be displayed at the Career Fair in April 
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GRADE 8 REGIONAL CAREER FAIR 

April 26, 1995 • Portland Exposition Building 



9 




B 










Cover Designed by: 
Andrew W. Whetstone 
Grade 8, Wescott Junior High 
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Student: 
School: 



Appointment: Table: 
1. 



2. 



4. 



1. 



3. 
4. 



My Questions: 



\A/<Y Printed On Recycled Paper 
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GRADE 8 REGIONAL CAREER FAIR 

April 26, 1995 ♦ Portland Exposition Building 








mm 





Participating Schools: 

Cape Elizabeth Middle School 

Falmouth Middle School 

Gray-New Gloucester 
Junior High School 

Greely Junior High School 
Cumberland, ME 

King Middle School 
Portland, ME 

Lyman Moore Middle School 
Portland, ME 

Mahoney Middle School 
South Portland. ME 

Memorial Middle School 
South Portland. ME 

Charles C. Shaw Middle School 
Gorham, ME 

Wentworth Middle School 
Scarborough. ME 

Wescott Junior High School 
Westbrook. ME 

Windham Junior High School 

Harrison Middle School 
Yarmouth. ME 

Portland Regional 
Vocational Technical Center 
Sponsor 



Poster Designed by: 
Andy Whetstone, Grade 8 
Wescott Junior High 
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page 1 of 3 



Over seventy businesses and professional people have agreed to 
describe their work to the students and answer their questions. Their 
numbers include those involved in office, health, art, sales, 
transportation, manufacturing, natural resources, recreation, 
construction and service enterprises. Portland Regional Vocational 
Technical Center students and instructors will also be at the fair to 
exhibit vocational-technical careers available to area students. 

Each participating school designates counselors and teachers to 
coordinate preparation at that institution. Project coordinator is 
Frank Ingerowski, a vocational counselor at PRVTC. Organizing the 
participation of the PRVTC instructors and students is vocational 
counselor, Molly Graff am. 

Attached is a copy of the theme poster contest winner. This year ! s 
poster contest winner is Andrew Whetstone, a grade 8 student from 
Wescott Junior High School of Westbrook. Andrew was overall winner 
from entries submitted by 13 schools. 
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Each participating school ^ySSt'SSSSJi.Sr is 

coordinate preparation at that "^titution. rrj £ he 

^oIS«'il^ilS^«»S -vocational 
counselor, Molly Graffam. 

from entries submitted by 13 schools. 
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GRADE 8 REGIONAL CAREER FAIR 

April 26, 1995 • Portland Exposition Building 






B 







Participating Schools: 

Cape Elizabeth Middle School 

Falmouth Middle School 

Cray-New Gloucester 
Junior High School 

Crccly Junior High School 
'Cumberland. ME 

King Middle School 
Portland. ME 

Lyman Moore Middle School 
Portland. ME 

Mahoney Middle School 
South Portland. ME 

Memorial Middle School 
South Portland. ME 

Charles C. Shaw Middle School 
Gorham. ME 

Weniworth Middle School 
Scarborough. ME 

Wescoti Junior High School 
Wcstbrook. ME 

'Vindham Junior High School 

Harmon Middle School 
Yarmouth. ME 

Portland Regional 
Vocational Technical Center 
Soonsor 
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EXAMPLE I 
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BACK 



School Schedule 



WORKSHOP I 
8:45 - 10:05 

Cape Elizabeth 
Gray-New Gloucester 
Gieeiy (Cumberland) 
Mahoney (S. Portland) 
Wentworth (Scarborough) 



workshop n 

10:20-11:40 

Falmouth 
Shaw (Gorham) 
Windham 

Harrison (Yarmouth) 
Lyman Moore (Portland) 



workshop m 
11:55-1:15 

King (Portland) 
Memorial (S. Portland) 
Wescott (Westbrook) 
Gray-New Gloucester 



Fold in 



FRONT 
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EXAMPLE I 



INSIDE OF INVITATION 



The counselors of the Portland Regional Career Guidance 
Consortium cordially invite you to visit Careers for the 21st 
Century - 1995, the 9th annual regional career fair for eighth 
graders. 

Over two thousand students from 13 area schools will hear 
presentations from over seventy occupational areas. Careers 
for the 21st Century is the culmination of weeks of career 
activities affording students the opportunity to: 

1. Participate in career awareness and career exploration 
activities designed to raise their aspirations and increase 
self-esteem; 

2. Practice the use of interview and research skills; 

3. Develop and use self -assessment skills; 

4. Relate occupational planning to school experiences and 
high school planning. 



Careers for the 21st Century 

Portland Exposition Building 
239 Park Avenue, Portland 
April 26, 1995 
8:45 a.m. - 1:15 p.m. 
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EXAMPLE K-l 



CAREERS FOR THE 21st CFNTTTRV 
I Portland Exposition Building 

> April 27, 1994 

1 

! 

1 April, 1994 

} 

Dear Presenter: 

i It was a great pleasure to learn that you had agreed to represent your career at the upcoming 

; regional eighth grade career fair on April 27th. 

] In organizing your presentation, you may need time to set up in advance. The doors of the 

I Portland Exposition Building will be open on the afternoon of April 26th between 2:00 and 4:00 

PM and again at 7:30 AM on the morning of the fair. The east side loading door can be opened 
from the inside for any bulky items. Valuable electronic equipment should be stored in the ticket 
booth for overnight security. Please see a committee member or a custodian for this. Also, if 
you will come inside and make your needs known, we will try to provide willing hands to assist 
you. 

i 

On the morning of April 27, ample parking will be available behind the Portland Ice Arena. 
Entry is from Deering Street. A floor plan is enclosed noting the station for your presentation. 
Off the front lobby you will find a cloak room, rest rooms, and pay phones. 

: Please take a minute to sign in at the registration table as you enter on Wednesday morning. The 

first students will enter the building at 8:30 AM. Coffee breaks at 10:05 and 1 1:40 are scheduled 
? for presenters. We hope you are planning to join us for a buffet lunch to be served promptly at 

; 1:15. 

It takes time and thought to prepare a lively career presentation. The counselors' committee truly 
* appreciates your contributions to this project and hope that you will enjoy helping these 

youngsters shape their goals. 

Sincerely. 



Frank Ingerowski 
Regional Coordinator 
874-8165 
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EXAMPLE K-3 

April 27, 1994 

WHAT THE PROSPECTIVE PRESENTER MAY WISH TO KNOW ABOUT. . . 

WHAT: CAREER AWARENESS AND EXPLORATION ACTIVITY. A Career Fair. n ot a iob fair! 

WHO: 1 5 MIDDLE SCHOOLS - 2 1 00 8TH GRADERS . 

WHEN: April 27, 1994 8:45 - 1:15 

OPEN FOR SET UP 2 - 5 P.M. ON APRIL 26th 

7:30 - 8:30 SET UP AND SIGN IN FOR PRESENTERS 
8:30 BRIEFING FOR PRESENTERS 
8:45 FIRST PRESENTATION 

WHERE: EXPOSITION BUILDING, PARK AVENUE 

HOW: 12-18 MINUTE SESSIONS 

2 MINUTES BETWEEN SESSIONS 

MAXIMUM STUDENTS AT ONE SITTING - 16 USUALLY FEWER. 

MAKE PRESENTATION OF ABOUT 12 MINUTES. 

ALLOW ABOUT 6 MINUTES FOR STUDENT QUESTIONS. 

HAVE EXTRA MATERIAL FOR GROUPS WITH NO QUESTIONS. 

RECOMMEND HANDS-ON MATERIALS OR WORK SAMPLES. 

ELECTRICITY CAN BE MADE AVAILABLE FOR AUDIO VISUAL 
MATERIALS. 

A. V. PRESENTATIONS SHOULD BE LIMITED IN LENGTH AND VOLUME OF SOUND 
TRACKS. IN PERSON PRESENTATION MORE VALUABLE 

PRESENTERS SHOULD SUPPLY OWN EQUIPMENT. 

PRESENTERS WELCOME TO BRING COLLEAGUE (S) 

PRESENTERS AND PARTY INVITED TO BUFFET LUNCH AT 1 : 1 5 SHARP. 
RESERVATIONS HELP BUT NOT ESSENTIAL. 

TABLES ARE 8 FEET LONG. BOOTH SPACE IS ROUGHLY 16 FEET DEEP AND 20 FEET 
LONG. 

LIGHT WEIGHT CURTAIN BACKDROP IS PROVIDED. MATERIALS CAN BE PINNED 
ON. 
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WHY: 



RAISE STUDENT ASPIRATIONS 

INCREASE AWARENESS OF CAREER OPPORTUNITIES 
PRACTICE USE OF INTERVIEW AND RESEARCH SKILLS 
DEVELOP AND USE SELF ASSESSMENT SKILLS 

RELATE OCCUPATIONAL PLANNING TO SCHOOL EXPERIENCES AND HIGH SCHOOL 
PLANNING 
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A Few I deas for Career Fair Presenters 

If you are representing more than one occupation within a career cluster, be sure to inclusive in your 
remarks as much as possible. 

Holding Students' Attention 

1 . Before you begin to talk, be sure you have everybody's attention. 

2. Give a brief preview of what you'll be covering in the short time you have with the students. 
Keeping It Invaresting 

1 . Personalize a bit. Talk briefly about your own career path if it feels appropriate. Did you work 
summers at a job related to your present 

2. What led to your choosing this field? 

3. What high school courses or life skills have particular relevance to your present occupation? 

4. Gear your talk to the young adolescent. Don't use a lot of business or professional jargon. 

5. Use a variety of approaches and materials. Bring items related to your work that students may 
touch or that may be passed around. 

6. Use visual aide, if possible, and consider bringing some brochures or handouts. 



7. 



There's not time enough to share all you know about your field, so select what would have 
interested you at this age and stage. 



Looking to the Future 

1. What changes have you seen or do you predict will be seen in your job because of changes in 
technology? 

2. What will be the job market be in the future in Maine, New England, nationwide? What is the 
starting pay? 

3. What are the benefits that come with your line of work? Security, vacation time, travel, standard 
of living, workplace? 

T reating your "Neighbors" Kindly 

1 . Keep your voice at a volume that allows your group to hear you but not your neighbors. 

2. If you use AV equipment, be aware of the volume so you don't "blast out" the folks next to you. 

THANK YOU for your willingness to share your time and knowledge with our 8th grade students Having 
a chance to interact with someone who is excited about the kind of work they do already a plus to making 
your presentation a success with students. 
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EXAMPLE K-5 



Careers For the 21st Century 



7:30 a.m. 
8:30 a.m. 
8:40 a.m. 
8:45 - 10:05 

10:05 - 10:20 
10:20-11:40 

11:20- 11:55 
11:55- 1:15 



WORKSHOP T 

8:45 - 10:05 



EXPO OPEN FOR SET-UP 

WELCOME TO PRESENTERS 

FIRST STUDENTS ADMITTED TO BUILDING 



WORKSHOP T 



BREAK 



WORKSHOP TT 



BREAK 



Four 18 minute presentations: 
8:45 9:05 9:25 9:45 



Four 18 minute presentations: 
10:20 10:40 11:00 11:20 



WORKSHOP TIT Four 1 8 minute presentations: 

11:55 12:15 12:35 12:55 



Bonny Eagle 
Cape Elizabeth 
Gray-New Gloucester 
Greely (Cumberland) 
Mahouey (S. Portland) 
Wentworth (Scarborough) 



WORKSHOP TT 

10:20 - 11:40 

Falmouth 
Lincoln (Portland) 
Shaw (Gorham) 
Windham 
Yarmouth 



WORKSHOP TTT 

11:55 - 1:15 

King (Portland) 

Lyman Moore (S. Portland) 

Westbrook 



ERIC 
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EXAMPLE K-6 

PORTLAND REGIONAL CAREER GUIDANCE CONSORTIUM 
HINTS FOR PRESENTERS 



Students would be Interested in the following kinds of information 

-Your name, occupational title, company 

-Duties of your job 

-Working hours 

-Special clothing needed 

-Tools and equipment used 

-Working condi t ions: Indoors, outdoors, :ioise, temperature, 
privacy, office space, hazards 

-Ways you depend on other people to help you do your job 

-Ways society benefits from your occupation 

-Subjects taught in school that are useful to you on the job 

-Interests and abilities necessary for success 

-Physical demands on job 

-Factors that caused you to select this Job 
-Rewards and drawbacks 

-Educational preparation needed after high school 
-Jobs that teens could do that would help prepare them 
-Starting salary ranges, fringe benefits, and vacation time 
-Opportunities for advancement 
-Opportunities for travel 
-Effect of changing technology 

-Future outlook for job opportunities in your field 
-Other occupational areas that utilize similar skills 
-Effect of job on personal life 



Revised 1987 by the Maine Career Education Consort) 
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EXAMPLE K-7 



PREPARING ft PRESKNTAT T OKI 



When you think back to when you were about to enter high school, what 
did you know about work and working? What did you wish you had known* Han 
occupations have changed, but the questions have remained the same 



Th P ? wll be see.ng will be thirteen and fourteen years old. 

The goals o this fair include offering the students an opportunity to relate 
occupational planning to school experiences and to high school plan J 
foh LT^r W °K k 'Vf 6 students ' V° u ™* be able to explain how certain 

w sn to Mahn^rfK r helP f y ° U iP VOUr P articu '^ field. You may also 
f: highlight the types of post-secondary training usually required for 
our job. You could describe how your work is affected by changes in the 
genera economy If the opportunities for non-traditional workers (eg women 
minorities, handicapped) is a relevant issue in your work, you might ? gnT 
someone's fire with a few well chosen words. 

un.HH 7 !'?? 4 ! 1 9faderS haVe selected a nui "ber of careers about which they 
™ ! ie to ,earn more - Wherever possible, counselors have made the 

studen s ztTnl cZT^ P ^ ferences in »»nd. The maximum number of 

students at any one presentation will be 16 and most groups will be much 

Sulci 1 I 6F • 

Each student will have a chance to attend four presentations. The 
presentations will be 18 minutes long. For each group that you work with 
in^ IS f; x , minute V h ° u ' d be reserved for student question's, mease Lr 
in mind that some student groups will be reticent about asking questions so 
do be prepared with additional material. Some successful past presenters have 
p'se^n! 10 " 3 " ^ ° Ut " t ' Wl * 9 ^ qUe3ti ° nS aS a ^"'board S their 

From past fairs we have learned that the use of audio-visual material can 

He ?nLr rtain r eSe ^ ati0nS bUt 0V8rUSe and loud soundtracks detract rom 
the total activty. Slide presentations with a live narration by the 
presenter are usually successful. 

Hands-on activites are lively and useful. Students learn in different 
ways, and hands-on learning is usually stimulating. Samp es of Vrl tools 
or materials help students to visualize what is b^ing explained. 

handoutT P YnH^K? haV ! ^ 6aChed students with organizational brochures and 
uts - You might wish to prepare a one page overview of your typical day 

^r C Su2enrques?:ons and ° Ut ^ * ! * P™tion as weTi as £ 

flnri ,!!5 at r er approach you tf V' be assured the students will reap immediate 
and long term gains from meeting and talking with you. Do they knoTit* 
Indeed they do! Here is a brief sampling of student reactions at £s! fairs: 

Q: How do you think you will benefit from this experience in the future? 

my future r ca?eer nV thiP9S ^ ' CM d ° "™ WhiCh Wi 1 1 better ^e P are me for 

A- "I will try much harder in school so I wi 1 1 be accepted at college." 

Slll I ili!I , |»"S! m ! V \ t0 f ° )l0W UP ° n this SUDject and 1 a 'so think I 

will visit a few of these places and see what a real work day Is like." 
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EXAMPLE L-l 



PORTLAND Rk3I0NAL CAREER GUIDANCE CONSORTIUM 



WELCOME TO PRESENTERS 



Welcome and many thanks to you for participating today. This is 
our seventh annual regional eighth grade career fair. Such projects 
could not continue without the strong community support we have enjoyed 
m sponsoring these events. Everyone involved in planning and 
preparing for this event appreciates your' contribution. 



Some information you may need for today is detailed below: 

Please leave your completed evaluation sheet at the registration 
table. Your responses and comments are carefully considered when the 
planning committees meet. 

With the tally of students expected to visit your booth today you 
can estimate when your group is complete. Please begin your 
presentation at that time. There will be public announcement at the 
conclusion of each presentation, but not for the beginning. Please do 
not feel responsible for any attendance records today. Because of 
absences, the numbers may not always agree with your tally. 



Each student is furnished with an individual schedule printed on 
the back cover of the program. Please begin each presentation by 
asking students to hold up their schedules for you to see. Students at 
the wrong table should be redirected, but do not be concerned should 
they elect to remain with you. 

Chaperones will be positioned strategically throughout the 
building and should you want help, just signal to one of them. 

The breaks between Workshops are for 15 minutes but the students 
will begin to file in about halfway through that time. Their 
chaperones will be directing them to their seats while you are having 
your break. 



We are attempting to control the noise level during presentations. 
It will help if the volume on sound tracks is kept quite low. 



Thanks again for your interest in this project! 
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EXAMPLE L-2 



YOUR PRESENTATION 

1. Before you begin to talk, be sure you have everybody's attention. 

2. Give a brief preview of what you will be covering. 

3. Personalize it a bit. Talk briefly about your own career path if it feels 
appropriate. Did you work summers at a related job? 

4. What led to your choosing this field? 

5. What high school courses or life skills have particular relevance to your 
present occupation? 

6. Gear your talk to the young adolescent. Avoid business or professional jargon. 

7. Use a variety of approaches and materials. Try to bring items related to 
your work that students may touch or that may be passed around. 

8. Use visual aids, if possible, and consider bringing brochures or handouts. 

7. There is not enough time to share all you know about your field, so select 
what would have interested you at this age and stage. 

6. Identify changing trends within your field. 



(Adapted from materials researched at Lyman Moore Middle School, Portland Public 
School s) 
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KNOW YOUR AUDIENCE 

Middle school counselors and teachers observe these characterises in their 
students: 

1. They come in all shapes and sizes 

2. They are active and sometimes fidgety. 

3. They are highly egocentric. 

4. They are highly influenced by peers. 
5 They are inconsistent. 

6. They do not like anything that will make them stand out 
and be the exception. 

7. They are concerned only in what is happening in their 
1 ives right now. 

8. They are undergoing constant changes, physically and emotionally. 

9. They do want to participate in meaningful activities. 

10. Long range commitment is nonexistent. diahtlv 

11. The concentration time for this age level is 14 minutes for boys and sligh tly 

longer for g.rls. Only 20% of youngsters learn by 1 ectur e 45 < b est 
visually; 35% need hands on. Successful teachers talk little and have lots 
of visuals and hands-on materials. 
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STUDENT EVALUATION RESULTS 

(Please report numerical results, not percentages) 

Did the presenters tell, you what you wanted to know about their 
occupations? Yes 9 12 ni l) No 90 (1 1) v\ 

(fill W</ 

Did you ask any questions? Yes 66F No 285 If no, why not? 

The other people asked my questions. Questions were answered by 
presenters. They explained things well enough. I didn t want to, 
Not enough time. I was too nervous. 

Did your appointments include your first two choices? 
Yes 719 No 223 

What one occupation would you like to have explored that was not 
listed or was all booked? 

Actor/actress, professional sports, game warden. No new choices, 
but lots of complaining about the hot spots they missed. Sports 
medicine, model, lawyer, guidance counselor, physician, interior 
designer . 

How do you think you might benefit from this experience in the 
future? 

It gave a realistic portrayal of the jobs. We got a personal 
point of view which helps. Now I know what courses to take in 
school. Gave me information so I can make better choices in the 
future. It has steered me in directions I didn't think I d ever 
go. 

Should we have a career fair for 8th graders next year? 
Yes 845 No 45_v/V 



°*2 
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CAREER FAIR 



TEACHER/COUNSELOR EVALUATION 



Teachers responding 63 
Counselors responding 14 

Do you think that the career day was a relevant project? 
Yes 72 M no 3 fr O 

Were most .of the students interested in the presentation? 
yes 70Q?° No 5 Ql) 

Please list the kinds of activities that you used to prepare 
students in your class for this event: . 

The PREP Program is a part of the school curriculum (4 schools). 
Classroom programs by teachers and/or guidance counselors range 

in length from one day to eight weeks. fVv\ \ 

U'Aj (?/] 

Were you satisfied with student attitudes? Yes 61 No 6 

Please explain below: (Three or four quotes) 

Students reported enthusiasm with the program. 

Students were impressed with presenters' credentials. 

Some behavior problems, but were overshadowed by an excellent 

student response. 

How would you rate the day in effectively exposing 8th graders 
to career opportunities?^ ^\ 

Excellent 37^ Good 29 Fair 0 Poor 0 

Do you feel that this program should be continued? 

(/ooT) 

Yes 66 No 0 
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For Additional Information Regarding This Publication, Please Contact: 



Curriculum Resource Center of Maine 
92 Western Avenue 
Fairfield, ME 04937-1367 
Phone: (207)453-5170 
Fax: (207)453-5197 



Printed with Carl D. Perkins Vocational Technology Education Act 
Amendments of 1 990 (P.L. 1 0 1 -392). 




